
TIPS FOR ANSWERING TDH NOTICE OF VIOLATION

* Answer each violation separately and include steps taken to correct each violation, prevent
its recurrence and date compliance is achieved.

* Your response letter should answer only one Notice of Violation

* Do not ask for a change to your license (Amendment Request) when answering a Notice of
Violation - This will delay precessing

* Do not send accompanying documentation unless requested by TDH

* When in doubt, call the Technical Reviewer listed on the Notice

* Carefully read the “Notice of Violation Explanation and Guide for Response” included with
the Notice (a copy is attached)

* Do respond in a letter

* Do not respond by just sending a copy of the documentation you were cited for not having

* Do not send original documents

* Do not write corrective actions on the Notice and return this as your response

* Note that you have 30 days from the date you receive the Notice to respond to TDH
_________________________________________________________________________________

CHECKLIST FOR ANSWERING TDH NOTICE OF VIOLATION

9 Is the license or registration number referenced on your letter?

9 Is the compliance number referenced on your letter?

9 Is your letter addressed to the individual listed as Technical Reviewer?

9 Does your letter address each violation separately?

9 Does your answer to each violation include steps taken to correct the violation?

9 Does your answer to each violation include steps taken to prevent recurrence of the violation?

9 Does your answer to each violation include a date when full compliance is achieved?


